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INSTRUCTIONS 

I. ITEMS 

1} DUTY LOCATION: Show the geographical location of t~e position, e.g., Washington D.C., 

New York, NY, etc. · 

2) POSITION NUMBER: To be completed by Human Resources Office or Shared :Service Center. 

3) CLASSIFICATION ACTION: To be completed by Human Resources Office or Shared Service Center. 

4) SUPERVISOR'S RECOMMENDATION: Show the title service (GS, WG, etc) se·ries and 
grade recommended by the supervisor. 

5) ORGANIZATIONAL TITLE: Indicate the organizational title of the position if any, e.g., 
Division Director, Team Leader, etc. 

6) NAME: Name of Employee. If vacant, indicate "vacancy." 

7) ORGANIZATION: Show the organizational design~tion of the position starting with 
the first subdivision under the EPA tndicate the official organizational code for the lowest 
approved organization. 

8) SUPERVISORY/MANAGERIAL DESIGNATION: To be completed by immediate supervisor. 

9) SUPERVISORY CERTIFICATION: To be certified by the first and second line supervisors 
who are delegated the responsibility for assigning and reviewing work. Reference appropriate 

delegations, manuals, and guidelines for limitations on signatory authority. Approval by second 
line supervisors is not required if the immediate supervisor is an Assistant Administrator, 

Regional Administrator or Laboratory Director. Signing the position description is an important 
responsibility; any intentional false or misleading statement in this description or willful 

misrepresentation thereto is a violation of the law punishable by a fine of not more than $10,000 
or imprisonment of not more than S,.years, or both (18 U.S.C. 1001). 

10) OFFICIAL CLASSIFICATION CERTIFICATION: To be completed by Human Resources Office or 

Shared Service Center. 

11) REMARKS: To be completed by Human Resources Office or Shared Service Center. 

II. ADDITIONAL INSTRUCTIONS 

Type the duties and responsibilities of this position on plain bond paper and attach to this form. 

For specific instructions on how to complete this form, please contact your Human Resources Office or 

Shared Service Center. 

Ill. DISTRIBUTION 

Original to official position description file in the Human Resources Office. 
Copy to Official Personnel Folder (OPF) 
Copy to Employee 



Supervisory EnvironmentaJ Engineer/Environmental Scientist 
GS-818-14 !'GS-819-l4 

I. . introductiQ!! 
This supervisor:/ position is located in fue· Municipal ASsistance UDit (CMU) of the bffice of 
Ecosystem Prott~ction (OEP) in the EPA Regional Offi_f~ in Boston,., Massachusetts. The primary 
functions of: the Municipal. 'Assistance Unit include: (1) Administration o'f the 'Clean Water and 
Drinking Water State Revolving Fund Programs; (2) Administration of Special Appropriation 
Project STAG grants (e.g. Congressiorial water irifrastructure earmarks) (3) Implementation of 
the National Pretreatment Program; (4) oversight and adininistration of the Region's Drinking 
Water and Wast~water Operator Traiillng!On-site Technical Assistance Programs; ((5) 
Administration of the Gen~ral Permits Program for non-contact cooling water, and construction 
de-watering for 1he Storm Water Program; a.n'd (6) Application review and i~suance of public 
notices of the. National Pol.lutant Discharge Elimination_Systen: (NPDES{ permits. 

The Municipal Assistance ,Unit oversees three si~capt grant funcijng _programs, accounting for 
nearly 60% of the Region's totatgrant dollars: 

· (i) The Clean Water State Revolving Fund (CWSRF), e;stablis~ed by the Clean Water Act, is 
America's large~.t water quality financ~ing source. 
(ii) The Drinking Water State Revolving Fund (DWSRF) was established by the Safe Drinking 
Water A.ct Amendments of 1996 to emphasize the prevention ofarinking water contamination 
problems through soqrce WC!ter protection and enhanced water systems ntanagemen~. Similar to the CWSRF, the DWS'RF is America's largest drinking·water financing source. 
(iii) Congressional Water Infrastructure STAG Earmarks are grants·~o designated re_cipients for . 
the purpose of funding wastewater and drinking wa~ related infrastructure projects. 

The purpose of this position is to serve as the supervisor of the Mu¢cipal Assistance Unit with 
the overall responsibility for the managemen~ (from aft j.mplementa~on an,d fiduciary 
responsibility p.erspective) of the primary water infrastructure funding programs of the Agency in 
New England .. Ir. additio~ this position involves the oyersight of several 'technical and 
administrative prl)grams related to the Clean Water Act (e.g. Industrial Pre-treatment Program, 
Section 104(g)(l~ """'Wastewater Operator rraining anq~On-site Technical Assistance Program, 
and a few NPDEB stormwater general permitting programs) and the Safe Drinking Water Act 
(e.g. Drinking Water Operator Reimbursement Program and Operator Certification Program). 

1 



II. Major:.Duti·es 1uid Responsibilities 

1. Incumbent serves as the Supervisor offue Municipal Assistance Unit under the administrative · direction of the Grants, Tribal and Muni~ipal Assistance Branch Chief. The in~umbent has 
overall responsibility tor the Region's Clean Water and .Drinking Warer State R<:volving Fund 
(~RE) ,Progr~, and STAG Earmarks; Clean, Water A,ct (CWA) and Drinking Water Act · (D W A) Industrial Pretreatment Program, CWA Section 1 04(g) Program, Drinking Water 
Operator Training Re-imbursement and 0perator Certification 'Program; and NPD'ES Genei-al permits Program for non~eontact coo!'ing water and construction de-watering. 

The incumbent serves as a key advisor to top management regarding programs under his/her 
responsibilities. Incumbent determines the overall program goals for the activiti ,~s under his/her direction to include both short and long-range woriq)lans; oversees the deve]_opm~nt of strategies ·and alternatives as he/she evaluates ·com_plex policy issues in the context of the }.'ew England 
environment; .determ.ittes office resources needed to accomplish the workpfan; fosters 
cooperation and team approaches to resolve problems; ~upports management integrity as a top priority in the office and ensures that it is integrated into daily work; manages e~tramural 
resources, both procurement (contracts) and ~sistance (grants, cooperative agreements, and interagency agreements) properly and in ~ompliance with regulatory requirements and Agency p,olicies and procedures. 

2. Incumbent serves as a principal point of contact within the Region.and for EPA-Headquarters incorporating and directing program activities to: · 

a) ensure progress toward Agency and Regional objectives and achievements in .=.ssigned areas of responsibilities through annual in-depth evaluati9ns of State SRF and Eannark programs. 

b) direct the implementation oflndustrial'Pretreatment Program audits and technical assistance of wastewater treatment facilities for compliance with NPDES permit requiremerts. Incumbent ensures that deficiencies and inadequacies are addressed. Incumbent resolves problems of highly complex technical nature referred by staff, which usually involves discussions of problems with high level s~te officials and local agencies and communities, consulting engineering firms, and private industry. 

c) develop and maintain cooperative working relationships with officials ofRegicnal, State and Federal agencies, consulting firms, universities, public interest groups, private oqanizations, . non-profit groups, trade associations, and the general public to improve relationships, identify and resolve problems, interpret and clarify rules and regulations, and provide info:rmation on 
grant-requirements. Incumbent confers with these officials to resolve differences, outline 
problem areas, determine needs, and propose solutions. Incumbent considers a broad spectrum of factors when making decisions or recommendations to higher level managemer.t), including public and press relations, and State program relations and authority 
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d) Makes decisions r~g_arding consistency ~cross the Unit for productivity improvem~nts, 
accountab~lity, ciild the effec.ti~eness of individual performance. The incumbent uses irutiative 
and j1,1dgement to determine appropriate progi:ammatic priorities, makes decisions affecting the 
direction ofthe :programs, an.d determines whether overall goals and objectives are being met. 
Assures environmental justice and pollutiQn prevention principles are considered in the progr?m 
planning proces:;. 

3. Determines Unit staff resoirrces needed to accomplish the work plans. Assesses the 
utilization of~taff, m~ng adjustments to sta:ffrespo~bilities,'and duties as necessary. 
Evaluates training needs and develops·nec~ssazy staff competencies considering career 
development plans of individual employees. Makes determinations and recommendations on 
promotions, step in~reases and awards. Fully implements existing performance based systems for 
all employees in the Unit including as appropriate performance agreements. and evaluations: . 

4. Fosters coope:ration and team approaches to problem resolution, including·prograrnmatic and 
teclmical problems as well as those concelni~ interpersonal relationships am'ong staff within ·the 
Unit, with dtlier Units irt the Agency and.with external parties. Coaches employees, facilitating. 
the development of interpersonal, technical and project management skills required to meet 
Agency goals. Implements and supports all provisions of Agency programs and policy in the 
areas of human resources, equal employment·and wm:J<force diversity. 

· 5. Practices management integrity as a top priority in the Unit and ensures that it is integrated 
into all aspects o:f the Unifs daily work. Develops, assesses, and strengthen_s management · 
control systems to Safeguard programs, as·sure proper use of staff and financial resources and 
achieve mission results. Takes timely corrective actions on alfidentified weaknesses. Ensures 
prompt follow-up and resolution of audit findings. Supports a full disclosure policy for the 
organization that provides early detec~on of e~erging issues. Keeps top levels of management 
fully apprised of the effectiveness of ~ement integrity systems. 

6. Manages a11 extramural resources,-both internal (contracts, travel, procurements) and external 
~sistance (gran~., cdoperative agreements, ~d interagency agreements), properly and in · 
compliance-wi~ regul~tqry requirements and Agency policies -and procedures. Develops and 
recommends app1:opriate allocations of extramural resources. 
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·Controls over th!1 Position/Supervisory Controls 
There is wide tatitude provideq given tb~ au.tonomy inherent in the,progra.pts that are managed. Assignments are pr~>Vided within a framework of broad policy and objectives. Incumbent is expected to exercise full technical and administrative responsibility for Unit programs and staff efforts to achieve these objectives. Work is ohly reviewed for confonnance wih policy and for attainment of objectiv.es. 

Guidelines 
Guidelines include the Code of Federal Regulations, Federal Registers, availabl<~ technical 
manuals, state codes, standards, es~blished practices, and Headquarters and Re~~onal directives, which the incumbent must interpret anddiiectly integrate with Unit procedures to effectively meet stated objectives. Personal contacts are with high levels of industry and government for the purpose of resolving highly controversial and sensitive issues that are critical to program · 
implementation and ultimate success in attaining environmental objectives, essentially to protect pubiic health and water quality. Such guidelines are often broad and non-specific. The 
incumbent is required to use resourcefulness and perception, based on experienc~d judgment, to 
adapt or interpret general guidelines; to deviate from or extend traditional practic:es, method~, and techniques; or to .resolve situations where precedents are not available or applicable. 

FACTOR 1 --PROGRAM SCOPE AND EFFECT Level 1 ~3 

Directs assigned programs that involve multi-disciplinary professional, highly teehnical, and/or complex administrative work. The programs· and work directed encompass theN :w Engbmd · Region. Activities, functions, and servi~s· accomplished directly and significantly impact a 
wide range of Agency activities, the work of other agencies, and the activities of a wide range of outside interests, including all levels of government, local community groups, th(~ ·private sector, and the regulated commUI).ity. · 

FACTOR 2 -- 0RGANIZA TIONAL SETTING Level2-3 

The position reports tp the Chjef of the Grants, Tribal and Municipal Assistance Branch within the Office of Ecosyterns Protection. 

FACTOR 3 --SUPERVISORY AND MANAGERJAL AUTHORITY EXERCISED 
Level3-3 

·Level3-3A 
Exercises delegated managerial authority to set a series of annual_, multi~ year, or similar tyPes of both short and long~range work plans and schedules for accomplishing the mission of assigned programs including in-service or contracted work. Assures implementation of the goals and 
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objectives for the program segments or fwfcti.ons ·slhe qversees. Determines goals and objectives 
that need additic,nal emphasis; determines the best approach or solution for resolving budget 
shortages, and plans for long-range staffin~ needs. 'fbis position is closely involved with high
level program oliicials. (or comparable Agell~y-leve.I.staft) in the d~velopment of overall goals 
and obje9tives for assigned staff functions, programs, or program segments. For example, 
incumbent directs development of programs and associated da~ provides expertise and insights; 
secures legal opinions; prepares policy position papeJS or legislative proposals, and. executes · 
comparable activities.which supportdevelppment of goals and objectives related to high levels 
of program management, developq1ent, and formulation. · 

Level3-3B 
Plans work to be accompliShed by subOrdinates, sets and adjusts·Short and long-term priorities, 
and prepares schedules for completion of work; assigns work to subord~tes based on priorities, 
difficulty and requirements of assignments, and th~ capabilities of employees; evaluates work; 

. performance of ~:ubordinates; gives advice, counsel, or instruction to employees on both work 
and administrative matters; interviews candidates for positions of the Unit and recommends 
appointment, pwmotion, or reassignment to such positions; hears and resqlves complaints from 
employees; effec.ts rrunor disCiplinary measures, Such as warnings and reprimands, 
recommending other action in more serious cases; identifies developmen~ and training needs of 
employees, prov:iding or arrangifig for: needed development and training; finds ways to improve 
produetion or·inc:rease the quality of the wprk directed; develops position descriptions. and 
performance standards and agreements and utiliZes thes~ for e¢ployee evaluation. 

In addition, exerdses at least eight of the following authorities: 

1. Using any of·:he following to direct, coordinate, cr oversee .work: team leaders, .group 
coordinators, committee chairs, or comparable persollnel; and/or providing similar oversight of 
contractors; 

2. Exercising sig;nificailt responsibilities in dealing with officials of other unitS or organizations, 
or in advising m'nagement officials of higher rank; · 

3. Assuring re~1mable equity (among Unit groups, teams, ·projects, etc.) of performance 
standards and rating techniques developed by incumbent per Agency policy and assUring 
comparable equity in the asses$ment by subordinates of the adequacy of contractor and grantee 
capabilities or .of contractor and grantee completed work; . 
4. Direction ofa program or major program segment with sig:n!.ficant resom.ces (e.g., one at a 
multimillion dollar level of annual resources); 

5. Making decisions on work problems presented by subordinate team leaders and staff, or 
similar personnel, or by contractors; 

6. Evaluating subordinate ~eam leaders arid staff. 

7. Making or approving selections for subordinate non-supervisory positions; 

5 



8. Recommending selections for team leader, group coordinator, or project director positions 
responsible for coor~ating the wor'k of others, and simil_ar positions; 

9. Hearing and resolving group grievan¢s or sefious.employee complaintS; 
. . 

1 0. Making decisions on noll';routine, costly~ or controversial training needs and training 
requests related to employees ofthe·Unit; . .., 

11. Deterniining w}!ether contractor performed work meets standards of adeqU2.cy necessary for 
authorization of pa;Ym~:nt; 

12. Approving overtime, and employee travel; 

13. Recommending awards or bonuses for non-supervisory personnel and changes .in position 
classification, subject to approval by higher level officials, supervisors, 'Or other,;; _ 

14. Finding and implementing ways to eliminate or reduce signi:ijcarit bottlenecks and barriers to 
production, promote team building, or improve business practices. 

FACTOR 4 - PERSONAL CONTACTS 

FACTOR 4A- NATtJRE OF CONTACTS Leve14A-4 

Contacts include those whiclLtake place in meetings and conferences and unplarned contacts for 
which the employee is designated as a contact point by higher management. They often require 
extensive preparation of briefing materials or up-to-date tecprucal familiarity wi1h complex . 
subject matter. 

Such contacts are made on a frequent basis with one or more of the following: 

1. High-ranking managers, supervisors, and technical staffin.EPA AAships andlor laboratories; 
Agency headquarters administrative support staff; or comparable personnel in o6er Federal, 
State Tribal and Local agencies; 

2. Key staff of public interest, community or·other environmental groups (in both informal and 
formal briefings) with significant political influence or media coverag~; 

3. Journalists representing influential city or county newspapers or comparable radio or 
television coverage; · 

4. Congressional committee and subcommittee staff assistants below staff direct.)r or chief 
counsel levels; 

5. Contracting officials and/or high-level technical staff of large industrial firms; 
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. ' · 
6. Influential incijviduals or organized groups fr~ outside the Agency, such as officers of 
regional or natit)nal ~d~ ass9ciations, PU:blic action groups, prpfessional ,or community 
organizations; mdlor State and local government managers and e~ected officials d~ing business 
with th~ agency; and/or represent~ ves-.of the private sector,-academia and medical infraswcture. - · · 

FACTOR 4B -- PURPOSE·OF CONTACTS Level4B-4 

The purpose of the cont~cts. is to influe,pce, motiva.tet or persuade persons w groups to accept 
opinions or take actions related to·advancing tlle fuiuiamental goals of the programs. In 
representing the programs, the incumbent must frequently justify, defend, or negotiate to obtain 
or commit resot:rces, and to gain compliance with established policies, regulations or co~tracts. 
At this level~ it usually involves active participation in confer~nces, meetings, hearings or 
presentations involving problems or issues ofco~iderable consequence or importance to 
programs managed. Typically, the purpqse of the contact involves matters such as emerging, 
highly contr~yersi,al, ~d/or .technically,.complicated environmentaL and public. health issues 
v..:here there is d.: vergence of opinion and !righ political, economic and/or social interest in the 
outcome. 

FACTOR 5 - DIFFICULTY OF TYPICAL WORK DIRECTED Level 5-8 

At least 25% of :he non-supervisory duty bours of subordinates and others {i.e., contractor 
employees) is e:x:pended on work·at the GS-13 level orabove . . 

. . 
Strategic direction, program strategy and work plan development often involves highly complex. 
technical and po:~icy issues with many interconnected parameters for which there is either little or 
no statutory framework, Agency policy or Agency ~idance. "Initiative, creativity and strong 
analytical skills are often necessary to develop strategic directions, programst initiati~es and 
associatea accountability m~ures. · · 

FACTOR 6 - OTHER CONDITIONS Level 6-6 · 
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Supervision-and oyersightreqpire$. sign.ifipant and exteD:sive coordination and.inte~ration of a 
numbet:Ofnnportan!' J>l-ograms, projects or pr9gram segments of professionhl, sdentific, . 
t~chn,i~~l_, ~g~ti~ :~-~~straU~e w_o:'k ~qm;~1~ in qifn.c.lllgt to the, G:s-13 leveL 
Supervrsion lnvotves m~JO! r~oiiln}e;<JatlO!lS whic~ ha~~~ d~ect and _subs~tlsU e~ect on tj:le 
otgamzation.and pro~an'd project~ managed< The".Unit Chief makes· major · 
recomme~dations in•the areas listed beloW: or in other comparid>ie ·~eas.: 

1. Significantihtemahmd·extern:al program p<)lfcy i~sues affecting the overall organization, 
such as' tho~(inv0~vi4g poli~i~, _soc_ial, .techilolq~ic~~ and eqonotWc conditioQ:;,;· 

• "' • , ~- ' ';If, ' ' .... . ~ 

2 .. Re~tru.-ctfu:ing, reorientfu'g;-reGasting ~eqjate and iong-~ge'to~ •. objectives,. pla..'l.S and 
-sc~edilles to -~e~t sul;Y~tantial changesin4egi_s1ation~ program,autll,ority, anGler fu.nding; 

' -~ 

3. Deter.hinations ofprojects orprograin_ s.egm~nts to be initi~ted~ 'drqpped orturtailed; 

4. Chang~s 'in {Jni~ structure ·ii].~ludingth~parti~~laf$Clianges tQ b~ af(e~t~d; 
, ; • '«:· ~· ·. ;,j.~ ; • '. • y F 

' .. "' . . ' 
5; The optinitim mix dfreduced op.er~tfng costs and assurances of program efft::Cfiveness, . 
including introduction:.ofla}?or:-saving __ d~vices,. autotnated,processes and methods, and other 
programmatic and administrative improvements; 

6. The resources to devote. to particular programs orpr.ogram segp1ents (especially when staff• . 
y~a~s and a signifi,canf.j)prtiohofthe u~i·s~uQ.get are.fu'i'olved); · · . 

7. Policy formulation andJo~g-range planning ~ connection ~th pro~ective c:hange~ in 
functions and prOgranl$.. · · · 
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PROGRAM SCOPE AND EFFECT 

LEVEL 1-3 :550 Points 
Directs assigned programs that involve multi-disciplinary professional, highly technical, and/or complex administrative work. 

The programs and work directed encompass the New England Region. Activities, functions, and services accomplished directly 

and significantly impact a wide range of Agency activities, the work of other agencies, and the activities of a wide range of 

outside interests, including all levels of government, local community groups, the private sector, and the regulated community. 

ORGANIZATIONAL SETTING 

LEVEL2-2 250 Points 

This position reports tc a GS-15 Branch Chief. 

SUPERVISORY AND MANAGERIAL AUTHORITY 

LEVEL3-3 775 Points 

3-3A 
Exercises delegated managerial authority to set a series of annual, multi-year, or similar types of both short and long-range work 

plans and schedules fo · accomplishing the mission of assigned programs including in-service or contracted work. Assures 

implementation of the goals and objectives for the program segments or functions slhe oversees. Determines goals and 

objectives that need additional emphasis; determines the best approach or solution for resolving budget shortages, and plans for 

long-range staffing ne<:ds. This position is closely involved with high-level program officials (or comparable Agency-level staff) 

in the development of )Verall goals and objectives for assigned staff functions, programs, or program segments. For example, 

incumbent directs dev<:lopment of programs and associated data; provides expertise and insights; secures legal opinions; prepares 

policy position papers or legislative proposals, and executes comparable activities which support development of goals and 

objectives related to high levels of program management, development, and formulation. 

3-38 
Plans work to be accomplished by subordinates, set and adjusts short and long-term priorities, and prepares schedules for 

completion of work; !!!;signs work to subordinates based on priorities, difficulty and requirements of assignments, and the 

capabilities of employ•:es; evaluates work performance of subordinates; gives advice, counsel, or instruction to employees on 

both work and admini:;trative matters; interviews candidates for positions of the Unit and recommends appointment, promotion, 

or reassignment to such positions; hears and resolves complaints from employees; effects minor disciplinary measures, such as 

warnings and reprimauds, recommending other action in more serious cases; identifies developmental and training needs of 

employees, providing Dr arranging for needed development and training; fmds ways to improve production or increase quality of 

the work directed; develops position descriptions, and performance standards and agreements and utilizes these for employee 

evaluation. 

In addition, exercises 1he fo llowing authorities: 

I . Using tny of the following to direct, coordinate, or oversee work: team leaders, group coordinators, committee 

chairs, or comparable personnel; and/or providing similar oversight of contractors; 

2. Exerci~ ing significant responsibilities in dealing with officials of other units or organizations, or in advising 

manag<:ment officials of higher rank; 
3 . Assuriug reasonable equity (among Unit groups, teams, projects, etc.) of performance standards and rating 

techniques developed by incumbent per Agency policy and assuring comparable equity in the assessment by 

subord nates of the adequacy of contractor and grantee capabilities or of contractor and grantee completed work; 

4. Directi:>n of a program or major program segment with significant resources (e.g. one at a multimillion dollar 

level o 'annual resources; 
5. Making decisions on work problems presented by subordinate team leaders and staff, or similar personnel, or by 

contra< tors; 
6. Evaluating subordinate team leaders and staff; 

7. Malcing or approving selections for subordinate non-supervisory positions; 

8. Recommending selections for team leader, group coordinator, or project director positions responsible for 

coordinating the work of others, and similar positions; 

9. Hearing and resolving group grievances or serious employee complaints; 

I 0. Malcin;~ decisions on non-routine, costly, or controversial training needs and training requested related to 

emplo~1ecs of the Unit; 





II. Determining whether contractor performed work meets standards of adequacy necessary for authorization of 

payment; 
12. Approv ng overtime, and employee travel; 

13. Recommending awards or bonuses for non-supervisory personnel and changes in position classification, subject to 

approval by higher level officials, supervisors, or others; 

14. Finding and implementing ways to eliminate or reduce significant bottlenecks and barriers to production, promote 

team building, or improve business practices; 

PERSONAL CONTACTS 

1. Nature of Contacts 

LEVEL4A-3 75 Points 

Contacts include those which take place in meetings and conferences and unplanned contacts for which the employee is 

designated as a contac·. point by higher management. The often require extensive preparation of briefing materials or up-to-date 

technical familiarity with complex subject matter. 

Such contacts are mad! on a frequent basis with the following: 

I. High-ran <ing managers, supervisors, and technical staff in EPA, AAships and/or laboratories; Agency headquarters 

administrative support staff, or comparable personnel in other Federal, State, Tribal and local agencies. 

2. Key staff of public interest, community or other environmental groups (in both informal and formal briefings) with 

significan t political influence or media coverage; 

3. Journalists representing influential city or county newspapers or comparable radio or television coverage; influential 

individua s or organized groups from outside the Agency, such as officers of regional or national trade associations, 

public action groups, professional or community organizations, and/or State and local government managers and 

elected orticials doing business with the Agency; and/or representatives of the private sector, academia and medical 

infrastructure 

2. Purpose of Contacts 

LEVEL4B-4 125 Points 

The purpose of the co·nacts are to influence, motivate, or persuade persons or groups to accept opinions or take actions related to 

advancing the fundamental goals of the programs, In representing the programs, the incumbent must frequently justify, defend, 

or negotiate to obtain or commit resources, and to gain compliance with established policies, regulations or contracts. At this 

level, it usually invol\eS active participation in conferences, meetings, hearings or presentations involving problems or issues of 

considerable consequ<:nce or importance to programs managed. Typically, the purpose of the contact involves matters such as 

emerging, highly controversial, and/or technically complicated environmental and public health issues where there is divergence 

of opinion and high p•>litical, economic and/or social interest in the outcome. 

DIFFICULTY OF TYPICAL WORK DIRECTED 

LEVEL 5-8 1030 Points 

At least twenty-five percent of the nonsupervisory duty hours of subordinates' workload (not positions or employees) is equal to 

the GS- 13 level. 

OTHER CONDJTIONS 

LEVEL 6-5 1225 Points 

Supervision of highly technical, professional, administrative, or comparable work at GS-13 or above involving extreme urgency, 

unusual controversy, or other, comparable demands due to research, development, test and evaluation, design, policy analysis, 

public safety, public health, medical, regulatory, or comparable implications. 

TOTAL POINTS= 4030 





Employee lnfonnatlon ..• -Percentage of Time ~~on Extramural Resources 
Management . 

~SI!I!_ l -::;J~ b:\ . {-<!..,~\/} ~\t--f-·--r- This oositiortJias no extramural resources'~ - .. --· 
i manaaement reSPOnsibilities. 

t v . ' . 
~~mon Number : 0000 /2. ~~ Total extramural resources man~ement duties 

_f ocx:uov leSs U1an 25% of time. 

Title . \.. ~~ p 8«.'-v \..._~ 0 _I<_ '-I Total extramural resources management duties 
r::::; r-i.\1<. .i' <'\~'....)~~ ~ occucv 25% to SOOAl of time. These dutieS are 

-· ~· . 
.... -:: 6tf=~'('\_sr in<fl¢iited belovran_d described in the POSition ---; 

.. description. ·--- --

.~~;~Gr;;e I G:l:~- kl-~ -· __ -·;:~ . ·- ··--: ....... . ... ,~~tal ~mura]_~~l:'r~ managemen;·;~~~s .. -
-- --- ..... - --· -h· -- --- ! occupy more than 50% of time. These duties are 

·oiil~~~uon--~ ePPf::lcid ~,:, ~~=--
indicated below and described in the sij!on·.· :~. ·~· 
. descriDtlon. . .._ 

When this checklist Is ~ed .,. an ~endment ~a I]<»Sitioll description, the followlnp alg~ are required: 

.§.IJ~IYlsor's SIQ,naturi· K \a c) ·~'- .. ;Date '--I_~ IJJ 
tersonnel Seec:lalisfs Slgnafure .1 

! 

i Date 

' Part 1. Contracts Manaamnent Duties '' 

: 

--·-- ··- -·--· .. - · ..... ·-- Monitors manaaement and performance af 
Pre-award: deliverv orderslwork. assignments after award 

Plans Procuremenis Defines scope of work for woric assl!lnments 
Estimates Costs [ ADcrcves oavment reauests of ACH drawdownl? 
Obtains funding cc•mmittments Manages cost-reimbursement contracts 
Preoares Drocurement reQUests Reviews invoices 

· Writes statements of work ~ lnscects and acceots delivetables 
~~eviews statements of wor:!_.~~~ ... -·-----t---~.:...._ ~Qthe.!jli~~l. ... ·- ·· 
~processes unsolicited proposa.ls y -~--·__.....,;,.......in~•·~--· ~ .. ,.,.., 

· Responds to pre--award inquiries ' .,...._.__ f ; I 
' . -

i Participates In _pJ&.;nYard conferences • ·crOu-out: 
· Conducts technical evaluation of PrOPosals Writes reoorts on contractor performance costs 
: Participates in debrfefin!:llototests and tasks oerformed 

H=-:'usts:___ Reconeiles payments wHh WOJ1< perfonnance 
Closes-out payments 

. , Performs cost accounting 
" 

Posi..award: u-. __ ,.. Provtdes assistance .!2.f.ontracting Officer in 
-r-=J -.. . eooa 

·-·l--··~1!9.£1alms Preoares delivery c1rdars 
Reviews contractor wof15 e!.~ , ; l Other (listl ·- .l ~ •• --· - I ; I"· . Reviews contractor orogress reports 
Monitors governme'lt-fumished property .Percentage of TJme Spent on Contracts Management 

Monitors cost, man.:;gemenl1 and o~MJ_E}9hnlcal I I ~% ~ ~rformance of contract after award - . . 



1.- 1 Part 2. Grants/Cooperatin.Aaree__m_ents Duties 1 Advises Grants ManaJ:Jement Office of potential 

I l i • · problems/issues · 

! 1 ~re-aooncatlon/Applfcltlon: 1 f?artlcipates in decislonslactions to ensure 

TPreoares solicitation for propmsals successful oroiect-comoJetion and in decisions to 

~ Identifies potential grantees for~ of ! lmoose sanctions 

• emphasis • Approves. payments requests or J\CH drawdowns 

~···· Makes initial determinations (whether orolect Is Reviews ~uests for modifications additional 

_procurement or assistance whether aaencv has furlding, etc. ancfmakea recomrn endalions to 

leoal authoritv. wheiher applicant is ellglble Grants Manar:~emem Office 

· whether funding ls available etc.) Negotiates amendments 

1 Provides administrative infonitation to appljcants Reviews Cost/Price/Analysis for recipient 

Determines approPriateness of aPJ;IIfcant's contracts/change orders (Supefft~nd only) 

workplan/aetivltleslbodaet and comt~lianCe with When ~sa~ecommends tmnlnation of the -~ _ 

. regulations and guidelines and negotiates ehange,s 1 : .I agreement · 

· : witfi appliCant l i Re&olves with Grants Management Office -~-~i 

t -~-Assists applica~!.in' resolving issues in-ap~lcation ladmf!llstra~~ anq ·fioanclaflssues ·-

~or coope~:ative agreement, ·tfeterml~es substantial i lr'On<fucts Del'iodicrevieWs.to ensure compliance __ 

I--·-- .f~llnvolvementand develops a conc~~~...:.;fo""'r--t--t---·-E~'-'=IIth:.:..~agrre~e::;:.m=en=-t ---------------l 
~ laweement -------H---I=P::.;tther~· <.:.:::llis::.~tl _____________ --1 

I !Negotiates level of fundina 
IQ_onducts site visits tc evaluate l)ro~tam capabllitv Close-out! 
iServes as resource to Selection Panel Certifies dellverablesW&re satlsfadorv-irldtiiTiefv-·--

_.'!·forms app!icants'cf funding decisions Provides assistance to reciPients ~nd Granrs 

:__:Other .O.~Jl .. - · · _ .. _ :-:.··. • Management Office to-~~ .tim~Ji£lq~~~~L. -·· _ : _ 
i ... _ _. ·-. Reconclles~ent with work oerformed 
!Award: · --- - Notiftes. recipient of dose-out regu rements ·-- ---, 

j .. --·· Prepares funding packi:ig!; )jtc!udTM Decision Obtains legal assistance If neeessarv to resolve · ·-· · ··-· 

i . . ~emorandum __ •.. ncompfete close-out 

• .Obtains concurrences/approvals I proJect Is audited responds to Issues and ensur~~ .... ·-

~~views/concurs In eompleted document rac!J)ient com_plles with audit recommendations 

establishes Proiect file · Other (list) 

r----.-.Qther (list) 
1::::---=--!~=------:-:-:-:---:--:-:---:-:--------+-t---rP .. ercentage of Time Spent On Grants/Cooperative 

~~_Management/Administration: _ ···-·-- AgrNtnents Management ----·-·· -- ··-
!Monitors recioienrs activities and orogress 
. ___ Reviews rePOrts and de live~~~ !!nd' f}~tiftes I rA- --

1 .~.Qlplent of comments ----· _ .. . • . .•. .. _ ·---.-- -----·-··· .. ---·. ---·--·-----------_ -· ... ··1 
~..---!:tP..'![~~~-~-el_\nj~l ~!stance to recipients ---·· . . ·!-· __ .. •. . . . _ . . • •. . ..••.•.• , .. . . .. . _ 1 

PgrU .• ..I!'Jtt.raaencv Aaraements DutJes _ .• ___ __ : ~ 
Pre:iireement: .. - i Monitors ~ost man~gement and o\'erall technical -~ 

Plans and negotiates work effort performance _ 

~Stimates costs -- Participates In d.ecl!lions aboutproiect 
1----ED~Ibi:ains funding commitments ---·· • modiflcationltermlnation - ·- j 

Prepares commitment notice 1 Conducts periodic review of Supe~fund State i 
Mites or reviews seope of wark .::::onttacts oavments recefDts CSut~arfund onM... . --· -. 

, ___ ... J~~~J>9nds~p~reenienfi!i_quines _ __ ' : ns~and~~_g~!~~bles ____ ....... .. r 

:_____ E~~g~~.s I~ P.~~~ntconferences . i 1 pther(hst) --···--·- ..... ·-· _. . . ·-! 
r--coordlnates with aporopriate staff in devei.QPJng ___ ·~- :._ ... --· ··--·-·----·- ! 

. ~~dent Government Cost Estimates (IGEs) I lose-cut: ... __ __ . . .. . . .. _ 

~-egotiates and ensures execution of S~perfund._·--- -~ Reviews final report ---··-· 

~jate Contracts tSuperfund only) · Decides on disbursement of eauloment 

_ - · budget __ r-··- B~vlews Superfund State Contracts to ensure full ... -· 

Prepares funding package and obtains necessary elmbursement (Superfund onlY) · 

.concurrences :ertifies deJiverables 
Pther {list) - esolves ctose-out issues with Gr:tnts Manaaement 

.. . .. ·--· ··- .... . ---·----·--- -·· fflceJother aQei:JCJ. _ __ - __ 

•. - ---· -------- ---···· .. ·-· . ·- .... . - ··-· Qth~[ig)-.. _ ··· ·--- - .. . 

r~Managemontl!\dmlnl-on: ---·-·-----~·· ··-·'. ·---·- -· .... _ - .. _ . I 

1 .~Yi~~2rogre~ reports/financial reports ' rcentage of Tlma Spent on lntelllgency Ag1'9em&nts 

· - - · 1 
•• _ anagement: -·-· 

···-- . . ·---· J ____ __, 


